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Module One: Getting Started 

In today’s business world, it is imperative to push the envelope 

on ways to increase productivity, without letting your product 

suffer. Assembling a high performance team of well-trained 

remote employees is another way you can increase productivity 

while maintaining quality. A high performance team can be used 

in many areas of a company. The tasks for the team could be as 

simple as sending out a high volume of mailers, or as extensive as 

creating a new software to help with cancer research. What 

would you accomplish with a high performance team? 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with 

learning, it occurs more easily and rapidly. With that in mind, let’s review our goals 

for today.  

 

At the end of this workshop, participants should be able to: 

• Define high performance teams. 

• Define remote workforce. 

• Understand the characteristics of a high performance team. 

• Understand how to create teamwork. 

• Understand the importance of communication. 

• Understand how to train your high performance team of remote employees. 

• Learn how to manage a high performance team. 

• Learn the techniques of an effective team meeting. 

  

Only by binding together as a single force will 

we remain strong and unconquerable 

Chris Bradford 
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Module Two: Remote Workforce 

As a society, we have had major advances in technology over 

the past 30 years. Technology helps make tasks easier and 

more efficient. As we advance in technology, we are also 

advancing other areas of our lives. No longer is it mandatory 

for a company to have a ridged work week schedule. Allowing 

flexible schedules and remote employees increases 

productivity in a company, and employee morale. Let’s 

explore what a remote workforce is. 

 

 

What is a Remote Workforce? 

Remote workforce is basically employees who work for a company without having to 

be in the building. These can be employees who work from home, or even another 

continent. Technology innovations make it more and more possible to accommodate 

business practices that were not possible in the past. According to the New York 

Times, the remote workforce has grown almost 80% since 2005. Even though this 

type of workforce has grown, it still only makes up about 3% of the employee 

population.  

 

Types of Remote Workforce 

Remote workers come in many forms, and there are few limits as to what they can 

do. There isn’t a set type of work that you can offer for a remote workforce. There 

are any number of jobs that can be performed by remote workers. When choosing if 

a remote employee is right for the position, it’s best to decide if the job requires the 

physical presence of an employee in the building. Will the employee not being 

physically there hinder the job getting done? Here are a few types of common remote employees: 

• Data Entry 

The strength of the team is each individual 

member. The strength of each member is the 

team.  

 Phil Jackson 
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• Customer Service  

• Call Center  

• Writing 

• Computer and IT, Software Design, and Web Design 

• Human Resources 

• Marketing 

• Medical Coding and Billing 

• Research 

• Transcription 

 

Benefits of a Remote Workforce 

There are many benefits to having a remote workforce. One of the biggest benefits is 

that offering remote jobs helps your company attract a better quality of staff. You 

are not limiting yourself to who is best for the job position in your area. With a 

remote employee, you are able to get the best person for the position. Offering 

remote employment also helps with a decrease in time off. Employees who work 

from home call in less because they are not affected by as many communicable diseases (flu, cold, 

stomach virus, etc.) that they would have come in contact with in the office. They also do not have to 

worry about being unable to work during inclement weather. These are just a few examples of how 

remote employees benefit the company; there are many more benefits for these types of employees. 

 

Materials for Remote Workforce 

The materials that may be required for a remote employee are completely dependent 

upon the tasks that the employee will be responsible for completing. You can require 

the employee to have basic items like wireless internet, home phone, and basic 

computer requirements that would be stipulated before hiring the employee. More 

in-depth requirements would need to be provided by the company, like specialized 

equipment, and computer programs.  
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Case Study 

Zoe has just been promoted to department manager at her company. She is very 

excited and has a lot of ideas on how to improve some of the processes they have. 

One of her big changes is that she would like to employ some remote employees. 

She has done a lot of research and feels like they would be a great asset to her team. 

After many resumes and interviews, she decides that Abigail would be the perfect 

person for the job. Abigail lives a few states away, but her resume and work history are impeccable. 

Abigail is very excited to have found this job opportunity, as she has been looking for a position for a 

while that would allow her to take care of her child who has Spina Bifida and needs special care.  
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Module Two: Review Questions 

1. Which of the following is true about remote employees? 

a) They have to come to the office periodically to check in with the boss. 

b) They don’t have to come to the company’s building to perform their job functions. 

c)  They are required to provide their own transportation to the company building. 

d) None of the above. 

2. The New York Times reported that the remote workforce has grown ____ since 2005. 

a) Over 90% 

b) About 60% 

c) Less than 30% 

d) About 80% 

3. Which of the following is not a position for a remote employee? 

a) Cashier 

b) Human Resources  

c) Customer Service Representative 

d) None of the above 

4. Which of the following is not true about remote workforce positions? 

a) There are many different types of jobs that a remote worker can do.  

b) There isn’t a set type of position for remote workers. 

c) Only data entry positions can be filled via a remote workforce. 

d) None of the above. 

5. Why does offering remote work positions attract a better quality of staff?  

a) Because you can get the cheapest worker. 

b) Because you aren’t limiting yourself to staff available in the area. 

c) Because people who work remotely can’t cause office drama. 

d) Remote workforce doesn’t attract better staff. 

6. Why do remote employees call in sick less? 

a) Because they don’t have a supervisor to call in to. 

b) Because no one can tell if they are doing their job anyway. 

c) Because no one remembers what they are supposed to be doing. 

d) Because they come in less contact with sick employees. 
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7. How can you determine what materials a remote employee needs? 

a) The required materials depend on what the employee’s job function requires them to have. 

b) All remote employees need to be provided with a computer. 

c) Remote employees are responsible for obtaining all of their materials. 

d) All of the above. 

8. Which of the following is true about the materials for remote employees? 

a) You can require remote employees to have basic items, like wireless internet. 

b) Specialized equipment would need to be provided by the company. 

c) Uncommon computer programs would need to be provided by the company. 

d) All of the above 

9. What was Zoe’s big idea for improving her department? 

a) Having remote employees. 

b) Offering a bonus check to the best employee. 

c) Having more down time at work. 

d) Installing a new fax machine. 

10. Why was Abigail looking for a remote position? 

a) Because she is lazy and doesn’t want to leave the house. 

b) Because she can’t drive. 

c) It would allow her to take care of her special needs child. 

d) All of the above. 
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Module Three: High Performance Teams 

High performance teams are a newer concept. There are a lot of 

different ways a high performance team of remote employees could 

benefit a company. In the following section, we will discuss what a 

high performance team is. We will discuss the benefits of having a 

high performance team. Also, we will talk about how to lead a high 

performance team, and how to understand the dynamic of a high 

performance team. Let’s explore this concept together! 

  

 

 

What is a High Performance Team? 

A high performance team is a group of extremely focused people who come 

together to meet a goal. In most cases these teams don’t have a set leader; the 

most appropriate person takes the lead as needed. The team members take pride 

in their team and meeting their goals. They have a lot of trust in each other and are 

usually fairly candid with one another. The team works efficiently, each member an 

essential component to a well-oiled machine.  

 

Benefits of High Performance Teams 

There are many benefits to having a high performance team. These benefits are 

split into 3 categories: employee benefits, management benefits, and customer 

benefits. Employees benefit from high performance teams because with the help of 

teammates, there is someone else there to help with the tasks required to 

complete a project. This means that there isn’t one person who has to carry the 

weight of the whole project by him/herself. These teams also help build 

relationships between the employees. Customers benefit because they receive their products quicker 

than they would have. The customers usually experience a more welcoming environment also because 

of the camaraderie between the teammates. Lastly, management benefits because they have to put less 

energy in overseeing their employees. Because the teams are all working together for the same goal, it 

takes less involvement from the management team.  

Alone we can do so little; together we can do so 

much.  

Helen Keller 
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Leadership for High Performance Team 

One interesting fact about high performance teams is that, depending on the need, 

team members take turns in the leadership role. The team’s main focus is achieving 

their goal, and they come to the consensus collectively to elect a team leader that is 

most fitting to the role. These teams do not choose leaders based on popularity or 

ego. This does not mean that the teams do not have a manager, director, or some 

other form of authority. This only pertains to the leadership role (team lead) in the team. 

 

Understanding Team Dynamics 

High performance teams depend a lot on communication. The team dynamic stems 

off of an open forum environment. In these types of teams, no one voice is greater 

than another. Team members have the ability to communicate openly with one 

another. They are able to offer one another constructive criticism, ideas on alternate 

solutions, or other ways to complete the tasks. The collective goal of the team is to 

efficiently complete the task at hand, so egos are left at the door.  

 

Case Study 

Yasmin is the newest member of her company’s marketing team. This team is unlike 

any other team she has been a part of. They are all open and honest with each 

other. If they don’t think one idea will work, they collectively come up with a new 

idea. Every team member is able to put in their two cents even if they are not the 

lead on the project. Brenda is heading up their current project, coming up with a 

new print ad for the company. She was selected by the group because she has the most experience with 

print ads. Yasmin is so excited to be a part of this team. 
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Module Three: Review Questions 

1. What is a high performance team? 

a) A single individual who works hard to complete their task. 

b) An ineffective group of people who are unable to complete a task or goal. 

c) A group of extremely focused people who come together to meet a goal. 

d) All of the above 

2. According to the module, which of the following is not true about high performance teams? 

a) The leader is the only one from whom direction can be taken. 

b) The members have a lot of trust in each other. 

c) The members are fairly candid with one another. 

d) All of the above. 

3. How do customers benefit from high performance teams? 

a) The customers don’t benefit.  

b) They enter a more welcoming environment. 

c) The cost of the product or services is lessened. 

d) None of the above. 

4. Which of the following groups benefit from having a high performance team? 

a) Employee 

b) Management  

c) Customers  

d) All of the above 

5. How is the leadership role filled in a high performance team? 

a) Popularity. 

b) Qualifications. 

c) Assigned by upper management. 

d) All of the above. 

6. Which of the following is true about the leadership in a high performance team? 

a) The team members take turns in the leadership role. 

b) The team members are assigned their leaders by upper management. 

c) The members usually dislike the leader. 

d) All of the above 
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7. High performance teams depend a lot on ______. 

a) Communication 

b) Budget 

c) Customers 

d) None of the above 

8. In high performance teams_________________. 

a) Leadership determines all of the tasks. 

b) Leadership can veto anything. 

c) No one voice is greater than another. 

d) None of the above 

9. In the case study, what project was Brenda taking the leadership role for? 

a) Coming up with a new print ad for the company. 

b) Coming up with a new TV ad campaign. 

c) Assigning new tasks for the team members. 

d) Hiring a new staff. 

10. What did Yasmin like about the way the team communicated with each other? 

a) Each team member was able to put in their two cents. 

b) Team members were able to come up with new ideas collectively. 

c) Team members could voice their opinions even if they were not the lead on the project. 

d) All of the above 
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Module Four: Characteristics of High Performance Teams 

There are many different characteristics for high performance teams. 

We could list different characteristics for days! In this section, we will 

discuss the four main characteristics of high performance teams. The 

characteristics are excellent communication, being goal-oriented, 

flexibility, and being committed.  

  

 

 

 

Excellent Communication 

So, what is communication? Communication means relaying thoughts or ideas to 

another person. Communication is broken up into three categories: verbal, written, 

and nonverbal. Every good relationship depends on great communication. Being able 

to effectively communicate with one another is an important asset on any team. 

Most problems in a team dynamic are due to poor communication. Most of the time 

these problems are because of a misunderstanding, where someone didn’t communicate effectively.  

 

Goal-Oriented 

Goals are important for everyone, both personally and professionally. Having a goal 

gives you something to reach for, to improve yourself or your life. A goal is 

something that a person or persons works to achieve. A goal can be tangible, which is 

something that they can physically touch, like building a model rocket. You can also 

have intangible goals, which is something you can’t touch, like learning to speak 

Chinese. High performance teams are known for being goal-oriented. These teams are laser focused on 

the task at hand, and work together to achieve their collective goal.  

 

Individual commitment to a group effort - that 

is what makes a team work, a company work, a 

society work, a civilization work. 

Vince Lombardi 
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Flexibility 

High performance teams are known to be very flexible. They understand the steps 

they have to take in order to complete their tasks, and will use the most effective 

route to achieve their goal. This may entail changing the route used to complete the 

task. Leadership changes often, members of the team will change team leads 

depending on which member is best qualified. Team member duties can change from 

project to project.  

 

Committed 

High performance team members are committed to the team and completing their 

goals. A committed team member is loyal and dedicated to their team, job, company, 

and the task at hand. These teams are engaged in their tasks and are committed to 

obtaining their goals. At the end of the day, they want the best for their company, and 

team, not unlike a parent wants the best for their child. 

 

Case Study 

Charles and Xavier have been with their team for seven years. All of the team 

members are very close, and even spend time with each other outside of work. 

Charles loves that he can give constructive criticism to his fellow team members 

without fear of insulting them. They switch job duties and tasks often, depending on 

the need of the team or the goal. They always have each other’s backs and are fully 

committed to their job.  
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Module Four: Review Questions 

1. What is the biggest cause of problems in a team? 

a) Lack of supplies 

b) Poor communication 

c) Bad attitudes 

d) Lazy workers 

2. What is a type of communication? 

a) Verbal 

b) Non-Verbal 

c) Written 

d) All of the above 

3. What is a goal? 

a) A goal is something that a person or persons works to achieve 

b) A goal is something that a company assigns a team to complete. 

c) A goal is something that a person or persons thinks about doing. 

d) None of the above 

4. What is an example of an intangible goal? 

a) Building a toy robot 

b) Fixing a car 

c) Learning to play the clarinet 

d) All of the above 

5. High performance teams are known to be very ________________. 

a) Flexible 

b)  Assertive 

c)  Aggressive 

d) Fundamental 

6. Which of the following is not an example of flexibility? 

a) Changing leadership 

b) Sticking to the plan 

c) Changing job tasks 

d) All of the above 
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7. A committed team member is loyal and dedicated to his_______. 

a) Company 

b) Team members 

c) Task 

d) All of the above 

8. ___________________ are committed to the team and completing their goals. 

a) Customers 

b) Suppliers 

c) High performance team members 

d) All of the above 

9. How long has Xavier been with his team? 

a) 7 years 

b)  7 months 

c) 7 days 

d) 17 years 

10. Why does Charles love working with his team? 

a) Because they are all very close. 

b) He can give constructive criticism. 

c) He doesn’t have to worry about insulting his team members. 

d) All of the above. 
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Module Five: How to Create Teamwork 

You can’t throw a bunch of puzzle pieces on the table and expect 

them to automatically fit together to create the picture. You have to 

move the pieces around and make sure they fit. Assembling a team is 

very similar. You have to create teamwork, and make those puzzle 

pieces form the desired picture.  

  

 

 

 

Identify Group & Individual Responsibilities 

A horse pulling a buggy relies on the driver to tell him which direction to go. The 

driver has to tell the horse where to go, and how quickly to get there. Being clear 

about an individual and the group’s responsibilities is the first step in creating 

teamwork. Each team member does their part to make sure that the team reaches 

the goal. Understanding your role, and what other’s roles are, helps the team move 

forward. When identifying these responsibilities make sure that you are very clear. 

Unclear directions can put your horse and buggy in the ditch! 

  

Teamwork is the ability to work together 

toward a common vision. The ability to direct 

individual accomplishments toward 

organizational objectives. It is the fuel that 

allows common people to attain uncommon 

results. 

Andrew Carnegie 
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Give Permission to Take Action 

A high performance team is made up of highly skilled and dedicated members. 

These members are willing to do what it takes to complete their goal. They have the 

knowledge to know if something isn’t going right, and how to fix it. As a leader, you 

should give your team the ability to fix problems when they arise, or even before 

they arise. Giving them the ability to take action when needed only helps strengthen 

that ownership of their job and project.  

 

Build Relationships between Team Members and Management 

Teamwork is built on mutual trust, respect, and of course communication. When your 

team doesn’t have that mutual trust and respect from management, you are not 

going to have good teamwork. Without building a good relationship between 

management and team members, the dynamic of the team becomes a “them vs us” 

situation. Making sure that you take the time to build a good relationship between 

team members and management is essential. Team members need to be 

comfortable with communicating with their management team. Being able to share problems with 

management, or even new ideas is what helps to create an effective team.  

 

Give Feedback 

Feedback means relaying reactions to an employee’s idea, performance, etc. 

Feedback doesn’t have to just come from management, but it can also come from 

fellow team members. Feedback is important when building a team because it allows 

the team members to know what they are doing right, and what needs to be worked 

on. It helps them see and troubleshoot the areas that need to be adjusted. Feedback 

can be given at any interval, on any process of what a team is doing. Feedback can even be given to 

address a team member’s attitude. Letting the team members know where they stand only helps 

strengthen the employee, and the team.  
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Case Study  

Donald is trying to create a production team to help with his business. He makes 

educational gift baskets for school-aged kids. He has created a team of people to help 

him with his growing business. Walter is the team member who is in charge of 

following trends with school-age children. Knowing if dinosaurs are popular among 7-

year-olds is an important marketing asset for Donald’s company. Donald is very 

impressed with Walter; he seems to understand what the children are interested in. Walter is feeling a 

little uneasy in his role. He doesn’t know Donald very well, and hasn’t gotten any feedback on how 

Donald feels he is preforming in his job duties. Donald does not communicate much with the team, only 

basic instructions when necessary.  
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Module Five: Review Questions 

1. What is the first step in creating teamwork? 

a) Being clear about an individual and the group’s responsibilities. 

b) Picking out a good group of people. 

c) Deciding to create a team. 

d) None of the above 

2. When identifying individual and team responsibilities, make sure that you are very_______. 

a) Stern 

b) Clear 

c)  Nice 

d) Vague 

3. As a leader, you should give your team the ability to do what? 

a) Decide their responsibilities. 

b) Create their goals. 

c) Fix problems. 

d) All of the above. 

4. What helps strengthen the ownership of a team’s job or project? 

a) Giving them the ability to receive better pay. 

b) Giving them the ability to receive a big office. 

c) Giving the team the ability to take action when needed. 

d) None of the above. 

5. What is teamwork built on? 

a) Trust 

b) Respect 

c) Communication 

d) All of the above 

6. Team members need to be comfortable_______________. 

a) Communicating with their management team 

b) Sharing problems with management 

c) Sharing new ideas with management 

d) All of the above 
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7. Who can give feedback? 

a) Team members 

b) Management 

c) A and B 

d) None of the above 

8. What does feedback mean?  

a) Relaying reactions to an employee’s ideas, performance, etc. 

b) The sound that comes off of the radio when you’re on the phone 

c) Telling a person what you think of their product. 

d) All of the above 

9. In the case study, what product does Donald’s company make? 

a) Books 

b) Gift Baskets 

c) Educational children’s toys 

d) Dinosaurs 

10. How does Donald feel about Walter’s performance? 

a) He doesn’t like what Walter is doing. 

b) He thinks he is doing a great job. 

c) He thinks Walter has some improvements to make. 

d) He has no opinion on Walter’s job performance. 
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Module Six: Types of Communication 

As we have already said, communication is a huge asset with teams 

of any kind. With proper communication, you have a well-oiled 

machine that does its job efficiently. Without proper communication, 

you have a train wreck! In this module, we will discuss the different 

types of communication as it relates to High performance, virtual 

teams.  

 

 

 

Virtual Team Meetings 

Team meetings are a cornerstone for any high functioning team. Team meetings help 

keep all of your team members on the same page. Team meetings also give team 

members a chance to voice concerns or new ideas. Because your workers are remote 

employees, meeting in one spot isn’t ideal. You could have team members that are 

on the other side of the world. Thankfully, technology can help you all be in the same 

place at the same time, virtually. Virtual team meetings are meetings with all of the team members, 

held over the internet via webcam or some other internet form.  

 

Telephone Conferences  

Telephone conferences are a great way to communicate with your remote team. They 

are held over the phone system, and can be between two team members. These 

conferences can also take place between management and a team member, multiple 

team members, or management and multiple team members.  

 

 

  

The most important thing in communication is 

hearing what isn't said. 

Peter Drucker 
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Email Communication  

Email communication is another way to keep in contact with your team. Effective 

email communication is important because it a great way to relay pertinent 

information to your team. When using email as your source of communication, it is 

important to make sure your communication is clear and concise. You want to also 

make sure you are using the right tone. Have you ever sent an email and realized 

after reading it that the tone may be taken in a poor way? It is helpful to read your 

emails out loud to yourself to make sure your tone is the intended tone.  

 

Intranet, Webpage, and Social Media Communication 

Lastly, you can use the intranet, webpages, and social media to communicate with 

your team. Facebook, and twitter pages are a great way to relay short messages to 

the team as a whole or to specific individuals in private messages. These forums are 

also a great way to show praise to team members, and acknowledge good work. They 

even have social media sites made specifically for communicating with your co-

workers. This allows team members to reply back, and give updates. You can also use a website or an 

intranet page to communicate with your team. An intranet is a private communication network, and a 

webpage is public. A company's intranet usually consists of a firewalled Internet access. These intranet 

pages are usually loaded on the internal computers, but can be accessed off site also. When an intranet 

is accessed offsite, it’s called an extranet. An extranet opens the firewall to give controlled outsider 

access. Unlike a basic webpage, these extranet portals usually require a username and password, 

provided by the company.  

 

Case Study 

Erica is having a problem effectively communicating with her fellow teammate, 

Nathan. Erica has some issues with some of the work he has been doing on their team 

project. She wants to address him privately, not during a virtual team meeting. She 

consults her manager to discuss what would be the best avenue to speak to Nathan. 

After consulting with her manager, she decides that email may be the best route to 

speak to Nathan about his part of the project.  
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Module Six: Review Questions 

1. What is a corner stone for any highly functioning team? 

a) Team Meetings 

b) Web Sites 

c) Market Research 

d) None of the above 

2. __________ helps members of a team meet up even when they are in different areas of the 

world. 

a)  Email 

b) Technology 

c) Bus passes 

d) Feedback 

3. Which of the following is not true about telephone conferences? 

a) They take place between management and team members. 

b) They take place over a telephone. 

c) They cannot take place between more than two people. 

d) They can be between multiple team members. 

4. What type of systems can telephone conferences be made over? 

a) E-mail 

b) Web Camera 

c)  Intranet 

d)  None of the above 

5. Why is effective email communication important? 

a) Because all communication is via email. 

b) Because it a great way to relay pertinent information to your team. 

c) Because there are no other ways to communicate with your team mates and employees. 

d) All of the above. 

6. What do you want to do when constructing an email to your team mates or employees? 

a) Be clear and concise. 

b) Make sure the tone is correct. 

c) A and B 

d) None of the above. 
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7. What can you use to communicate with your team besides email and telephone conferences? 

a) Intranet pages and forums 

b)  Web pages 

c) Social Media 

d) All of the above. 

8. What is an intranet page? 

a) A private communications network. 

b) A public web page. 

c)  A social media site. 

d) All of the above 

9. What problem was Erica having? 

a) Completing her assignments. 

b) Communicating with her team mate 

c) Communicating with her manager. 

d) All of the above. 

10. How did Erica want to communicate with Nathan? 

a) During a team meeting 

b) In a telephone conference between several of her team mates. 

c) In Private. 

d) All of the above 
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Module Seven: Training Your Team 

Training your virtual team is a little different from training your 

regular employees. Because these employees can span the 

continents, it’s not practical for employees to meet in one place for 

training. We will discuss in this section the different ways you can 

train your remote employees.  

 

 

 

 

Telecommute Training 

Telecommute training basically means training over the telephone. This training 

can be brief instruction or in-depth details. Telecommute training is usually 

accompanied by some sort of web-based training or visual aids to help the 

employees. The great advantage of telecommute training is that employees have 

the opportunity to ask questions right away.  

 

Web-based Training 

Have you ever used YouTube to find out how to fix something around the house? 

That could be considered web-based training. Web-based training is training that 

takes place on an Internet or Intranet page. These trainings could consist of just 

written information, pictures, videos, or interactive forums. Interactive web-based 

training forums can consist of quizzes or even virtual simulations. This type of 

training is highly effective but can be costly depending on the type of training the company selects. 

There are many avenues for web-based training.  

 

  

Of all of our inventions for mass 

communication, pictures still speak the most 

universally understood language.  

Walt Disney 
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Peer to Peer Training 

Peer to peer training is another great way to train your remote employees. Peer to 

peer means team members training other team members. Peer to peer training can 

consist of employees traveling to train new team members in their workspaces. 

Some companies have a special team member selected for this task. Peer to peer 

training can also consist of the peer contacting the new team member via phone or 

web communication. Peer to peer training allows the new team member to ask 

questions without the pressure of feeling intimidated by their management. The peer that is training 

also has insight into the tasks the position requires, because it is a job function they preform often.  

 

Training Assessment and Retraining  

Once training has been completed, it’s time to assess the effectiveness of the 

training and decide if any retraining is necessary. It is easy to assume that you have 

clearly given the appropriate instructions for job training. Leaving new team 

members improperly trained is like asking someone to fix a car without any tools. 

You are handicapping your new team member from reaching their full potential. If 

you discover that your new team member needs additional or retraining, it is not 

necessarily a reflection of the team member. We are all different people, and learn differently. Making 

sure that you are administering the appropriate training for that person’s learning style is part of 

managing a high performance team. There are three major types of learning styles: 

• Auditory Learners- Learn through hearing information. 

• Visual Learners- Learn through seeing information, like videos and pictures. 

• Kinesthetic Learners- Learn through touching, or doing the action they are trying to learn. 

 

Case Study 

Frank is the team member tasked with training Ursula, the newest member of his 

company’s team. His company is very enthusiastic about peer to peer training. Frank 

is not able to go visit Ursula at her home because she lives across the country and 

his company doesn’t have the budget for him to travel. He has come up with several 

videos, print material, and virtual simulations on the web to train Ursula. He wants 

to telecommute with Ursula also, while she is doing some of the virtual simulations 

in case she has questions.  

 

  



Page 32 

Module Seven: Review Questions 

1. What means training over the telephone? 

a) Telecommute Training 

b) Web-based Training 

c) Peer to Peer Training 

d) All of the above. 

2. What is true about telecommute training? 

a) Telecommute training is training preformed over the phone. 

b) Telecommute training can entail brief instructions. 

c) Telecommute training can entail in-depth details. 

d) All of the above. 

3. What is web-based training? 

a) Training that takes place on the phone. 

b) Training that takes place on an Internet or Intranet page. 

c) Training that takes place between to team members. 

d) None of the above 

4. What can web-based training consist of? 

a) Written information. 

b) Pictures and videos. 

c) Interactive forums. 

d) All of the above. 

5. According to the module, what is defined as “team members training other team members”? 

a) Person to person 

b) Management to employee 

c) Peer to peer 

d) None of the above 

6. What is a benefit of peer to peer training? 

a) It allows team members to become acquainted with management. 

b) It allows new team members to ask questions without the pressure of feeling intimidated. 

c) It allows old team members to have someone else do their job. 

d) All of the above 
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7. What should you do once training is completed? 

a) Assess the training. 

b) Give the new team member an assignment. 

c) Do more web-based training. 

d) None of the above 

8. Which of the following is a true statement? 

a) Retraining a team member is a waste of time. 

b) The need for retraining is not necessarily a reflection of the new team member. 

c) New team members who have to be retrained are lazy. 

d)  None of the above. 

9. Why can’t Frank visit Ursula at her home? 

a) Because the company doesn’t have the budget for travel. 

b) Because Ursula doesn’t want Frank to visit. 

c) Because Frank doesn’t feel like it’s necessary to visit Ursula. 

d) Because Ursula is supposed to come visit Frank. 

10. What ways did Frank come up with to help train Ursula? 

a) He has videos for her to watch. 

b) He has visual simulations for her to complete. 

c) He plans on telecommuting with Ursula. 

d) All of the above. 
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Module Eight: Managing the Team 

Once you have your high performance team of remote workers 

together, it’s time to concentrate on managing that team. There are 

multiple ways that you can manage your team. In this section, we 

will discuss tracking your team’s performance. We will also discuss 

counseling your employees, and positive recognition for team 

members.  

 

 

 

Tracking Team Performance 

In business, it’s always a good idea to check your results. Tracking team 

performance is a way for you to see if your team is effective and if any changes 

need to be made. You can track team performance many ways. Using reports to 

rate the effectiveness of your team or customer feedback to measure the success of 

the team are just two ways to track your team’s performance.  

 

Counseling Employees 

It is never an easy task to counsel an employee. When managing a high performance 

team, you have to be able to tell your team and team members when they are not 

preforming at their highest level. Counseling team members doesn’t just consist of 

telling them they are not preforming at a high level, but also brainstorm with them 

on how to fix the issue. Make sure when counseling your employees, that you are 

being constructive and presenting them with solutions and not just problems.  

 

  

Outstanding leaders go out of their way to boost 

the self-esteem of their personnel. If people 

believe in themselves, it's amazing what they can 

accomplish  

Sam Walton 
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Positive Recognition for Employees 

No employee is above some type of recognition. As a manager, it is your job to make 

sure that your team feels valued as a whole and as individuals. Posting positive 

recognition on team chat boards, social media, and on an intranet board are some of 

the ways to acknowledge your team members. Employees who feel valued are more 

engaged and work harder for the team and company. So take a moment and tell your 

team, and the individuals on it how well you think they are doing! 

 

Training Never Stops! 

As a manager, you should always be helping your team members be the best they 

can be. Allowing your employees to obtain new skills and training is one way to help 

them be their best. This training could mean learning a new skill for their current job 

or a whole new job. Supporting your team members to reach these 

accomplishments makes them more engaged in their jobs and their company. These 

employees will stay employed longer, because they don’t feel suffocated by their jobs. They feel like 

there are options for their career. 

 

Case Study 

Grace and Teresa are co-managers of their company’s medical billing and coding data 

entry team. The team is comprised of 6 remote employees and they are known for 

their great quality of work. Grace takes the lead on tracking the team’s performance, 

she handles most of the reports. Teresa is in charge of interacting with the team. She 

makes sure the team and its members feel appreciated, and understand what they can 

work on to improve. Both Grace and Teresa are big believers in continuing training.  
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Module Eight: Review Questions 

1. Why should you track your team’s performance? 

a) To see if your team is being effective 

b) To see if any changes need to be made 

c) A and B 

d) None of the above 

2. What can you use to help you rate the effectiveness of your team? 

a) Average prices in the market 

b) Reports 

c) Upper management feedback 

d) All of the above 

3. It’s important to be able to tell your team and its member’s _________. 

a) When they are supposed to get paid for their work 

b) When they are doing their job in a mediocre way 

c) When they are not preforming at their highest level 

d) All of the above 

4. When counseling employees, it’s important to tell them what they need to work on and 

__________. 

a) How to fix the issue 

b) How other people would do it 

c)  Both A and B 

d) None of the above 

5. As a manager, it’s your job to make sure your team and its members feel _______. 

a) Valued 

b)  Indispensable 

c) Pretty 

d) Smart 

6. Employees who feel valued are usually more __________. 

a) Disgruntled 

b) Dissatisfied 

c) Engaged 

d) All of the above 
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7. As a manager, you should always be helping your team members by doing what? 

a) Obtaining new skills 

b) Training them 

c) Making them feel they have career options 

d) All of the above 

8. Which of the following is not a way you can help your employees continue their training? 

a) Obtaining training on a new position 

b) Obtaining a new skill 

c) Obtaining a job with a different company 

d) All of the above 

9. In the case study, how many members were in the remote team? 

a) 11 

b) 9 

c) 6 

d) 4 

10. What is Teresa’s management role? 

a) To review the team’s progress 

b) To communicate with the team 

c) To provide web-based training to the team 

d) None of the above 
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Module Nine: Effective Team Meeting How-to 

In any team, team meetings are important, 

especially when you have a remote workforce. 

Running an effective team meeting is a skill every 

manager needs to master. In this module, we will go 

over some tactics you can use to have an effective 

team meeting. 

 

 

 

Have a Clear Agenda 

When you are having a team meeting, it is important to have a clear agenda. An 

agenda is a list of topics that are to be discussed at a team meeting. Having an 

agenda helps the team members understand what must be discussed during the 

meeting and gives team members a chance to think of any additional questions they 

may have. An agenda also helps keep you on track during the meeting, so that 

unnecessary chatter is avoided. 

 

Use Screen Shots or References 

We discussed earlier about how people learn differently. Not everyone is an audible 

learner, some people require visual aids. Providing screen shots or visual references 

is a great way to help visual learners understand what you’re trying to relay to them. 

Visual references also help break up the monotony of a team meeting and gain 

some additional interest from the team members. Sometimes a funny picture that 

relates to the topic can also help break the ice. You don’t want your team members to fall asleep during 

the meeting, so try this tactic to help them stay engaged.  

 

  

Coming together is a beginning. Keeping together 

is progress. Working together is success.   

Henry Ford 
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Create a Safe Place 

Even virtually, a team meeting should be a safe haven for every team member. As a 

manager, it is your job to make sure that the members are comfortable expressing 

their comments or concerns with the group. You set the tone of the meeting as the 

leader, so it’s your job to create a safe place. Implementing a “no question is too 

silly” rule is an excellent way to create a safe place for your team. Also, asking the 

team members if anyone has comments, or questions helps. It gives the team 

members a chance to voice what is on their mind without fear of prosecution. 

 

Team Meeting Don’ts 

We have all attended a meeting that has gone south. Team meetings are a great way 

to share information to the whole team, but sometimes they can go off kilter. There 

are a few “don’ts” to remember when having a team meeting. 

 

• Don’t make the meeting too long- no one has a 6-hour attention span, especially for a virtual 

meeting. 

• Don’t hog the spotlight- let other people present topics from the agenda, it breaks up the 

monotony. 

• Don’t keep talking about the same topic-make your point and move on. 

• Don’t address only one person during the meeting- those conversations can be saved for one on 

ones. 

• Don’t forget to give pause for questions or concerns. 

• Don’t get frustrated or raise your voice. 

• Never let your team members feel like their question is insignificant. 

 

Case Study 

Howard is in charge of holding his first team meeting for his new management 

position. He has been put in charge of a team of writers for a magazine. These writers 

live all over the United States, so they work remotely, from home. Howard is very 

excited about his team meeting, he has several topics he wants to put on the agenda. 

Because he has never had a virtual team meeting before, he asks his co-worker, 

Steven for some advice. Steven tells Howard that he should make sure the meeting isn’t too long, in 

order to keep the team from getting distracted. He also looked over Howard’s agenda and condensed it. 

Some of Howard’s topics were similar to one another. Howard thanks Steven for the advice and makes 

the appropriate changes. The team meeting was a success and his team was very motivated to complete 

their project collectively.  
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Module Nine: Review Questions 

1. What tells team members what topics will be discussed in a team meeting? 

a) An agenda 

b) An email 

c) A summons 

d) None of the above 

2. What is an agenda? 

a) A list of complaints to be discussed in a team meeting. 

b) A list of compliments to be discussed in a team meeting. 

c) A list of topics to be discussed in a team meeting. 

d) None of the above 

3. Who can be helped by providing screen shots in a team meeting? 

a) Audio Learners 

b) Kinesthetic Learners 

c) Complimentary learners 

d) Visual Learners 

4. Sometimes a funny picture that relates to the topic can _______. 

a) Make team members upset. 

b) Help break the ice. 

c) Help team members learn. 

d) All of the above. 

5. What kind of rule can help create a safe place for your team to ask questions? 

a) “No question is too silly”. 

b) “Every question is too silly”. 

c) “Have a clear agenda”. 

d) None of the above. 

6. Whose job is it to make sure your team members are comfortable expressing their comments or 

concerns with the group? 

a) Other team members’. 

b) Customers’. 

c) Management’s. 

d) None of the above. 
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7. Which of the following is something that you shouldn’t do during a team meeting? 

a) Don’t make the meeting too long. 

b) Don’t provide an agenda. 

c) Don’t use visual aids. 

d) All of the above. 

8. During a team meeting, you should not___________________. 

a) Address only one team member. 

b) Tell someone not to ask stupid questions. 

c) Yell at people. 

d) All of the above. 

9. Howard is in charge of a virtual team of _____________. 

a) Astronauts. 

b) Writers. 

c) Data entry technicians. 

d) Computer software designers. 

10. Why did Steven condense Howard’s agenda? 

a) Because it was too long and boring. 

b) Because he didn’t agree with some of the topics. 

c) Because some of the topics were similar. 

d) All of the above. 
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Module Ten: Keep Happy and Motivated High Performance Team 

Your team’s job is to complete the tasks they are assigned in an 

efficient way, while maintaining good quality standards. Your job is to 

make sure your team stays happy and motivated to accomplish those 

goals. Keeping your team happy and motivated is not hard to do if you 

know what to look out for. You don’t have to be in the same room 

with your team to keep them engaged. 

  

 

 

 

Watch for Signs of Conflict or Unhappiness 

With remote workforce, you do not have the luxury of looking at an employee day 

in and day out. You miss certain non-verbal cues to unhappiness like facial 

expressions. Did you know that there are other warning signs to recognize to help 

you see if your team members are not happy and engaged in their roles? People 

these days are very expressive, even when they don’t mean to be. If you notice that 

suddenly a team member starts writing very long / very short emails, when they use to do the opposite, 

this may be an indication that the team member is unhappy. Changes in the tone of communication is 

another indication of an unhappy teammate. Another obvious sign is that the person may start using 

emoticons that suggest they are not happy. If you see any warning signs, it may be time for you to 

intervene. Just because you are not physically there with them doesn’t mean you can’t see the signs. 

 

Employee Feedback and Concerns 

We have talked a lot about how important communication is, and how it is 

important for you to give feedback to the team. It is equally important for your 

employees to be able to give you feedback. Employees need to have an “open 

door” policy with their management team. This way they can discuss any 

concerns they may have about an issue before it leads to dire results. Virtual 

Management is doing things right; leadership 

is doing the right things.   

Peter Drucker 
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employees need to be comfortable giving feedback to their supervisors just as any other employee 

should. They may not be able to physically walk through your door, but that shouldn’t stop them from 

being able to give you feedback.  

 

Give Opportunities for Additional Education  

Offering training/educational opportunities is a great way to keep a happy team 

member. Allowing them to better their lives only strengthens that bond between the 

team member and the company. Many companies allow their employees to get 

reimbursed for college tuition. Offering college courses or reimbursement allows the 

employee to have more job opportunities within the company. Few people want to 

do the same position for the next 50 years of their life. Education gives the team member a chance to 

grow with the company. Education could include earning new certifications or degrees.  

 

Impart Opportunities for Career Growth 

Sometimes your employees have already gotten a degree or don’t need additional 

education. This doesn’t mean that they want to stay in the same position until 

retirement. There are always jobs available within the company for loyal and 

hardworking candidates. Keeping those types of employees are crucial for a 

company and the team dynamic. Career growth opportunities could mean 

promoting team members to the management team, or just to an alternate position. A poll according to 

Gallup.com showed that 32% of employees left their positions due to a lack of career advancement 

opportunities. 

 

Case Study 

Lilianna has been working as a software writer for 10 years. She is a member of a 

team that helps write software for hospital medical records. She works remotely 

from home, and enjoys working with her co-workers. Lately, she has felt a little 

burnt out on the job, though. She has been doing the same type of work for a 

decade and feels like she is stuck. Her supervisor, Robert has noticed a change in 

tone in her emails. She doesn’t seem as enthusiastic as she used to. He knows she is a great asset to the 

company and doesn’t want to lose her as an employee. He asks Lilianna if she has any feedback on how 

he is managing her and the team. She has no complaints about Robert as a manager. Robert decides 

that maybe she just needs a change. He has an opening in another area, where she could use her 

software writing skills to beta test some of the new programs. Lilianna is ecstatic about the change in 

job.   
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Module Ten: Review Questions 

1. Which of the following is an indication of an unhappy team member? 

a) Change in the length of emails. 

b) Gossip. 

c) Change in the length of time it takes a team member to complete a task. 

d) None of the above. 

2. Which of the following is not a sign of an unhappy team member? 

a) Change in tone of communication. 

b) Length of emails. 

c) Use of happy emoticons. 

d)  All of the above. 

3. Employees need to have a ______________ policy with their management team. 

a) Close door. 

b) Open door. 

c) Adjacent door. 

d) None of the above. 

4. What should employees be able to give to their management team? 

a) Assignments. 

b) Goals. 

c) Gossip. 

d) Feedback. 

5. Many companies allow their employees to do which of the following? 

a) Take jobs they are unqualified for. 

b) Get reimbursement for college tuition. 

c)  Watch TV at work. 

d) All of the above. 

6. What could be included as an opportunity for advancing an employee’s education? 

a) Getting a certification. 

b) Getting a degree. 

c) All of the above. 

d) None of the above. 
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7. There are always jobs available in the company for what type of candidates? 

a) Hardworking and loyal. 

b) Egotistic and untrained. 

c) Aggressive and untrustworthy. 

d) All of the above. 

8. According to a poll on Gallup.com, what percentage of employees left their positions due to a 

lack of career advancement opportunities? 

a) 9%. 

b) 23%. 

c) 68%. 

d) 32%. 

9. What does Liliana do for a career? 

a) Software writer. 

b)  Data entry. 

c)  Office secretary. 

d)  None of the above. 

10. How long has Liliana been in her job position? 

a) 6 years. 

b) 50 years. 

c) 5 years. 

d) 10 years. 
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Module Eleven: “Don’ts” with High Performance Teams 

We have talked a lot about what you should do with your high 

performance team of remote workers, but now we will discuss what 

not to do. In this module, we will discuss just a few of the major 

“don’ts” for your high performance team.  

  

 

 

 

Don't Forget to Share Success 

Communicating is what it is all about. You have to share with your team their 

successes. Praise is a great motivator, and helps keep employees engaged in their 

jobs. Next time your team completes a goal, take a moment to celebrate in the 

success of the team. You don’t have to throw a party every time your team 

completes their goal, but you do want to acknowledge their good work. Sharing your 

team’s success with other members of the company is also a great way to acknowledge a job well done. 

 

Don't Delay in Responding 

As a virtual high performance team, there are times we don’t realize that we are 

failing in communicating with your team members. Sometimes when a team 

member communicates, you may want to get back with them at a later time. The 

delay of returning emails and phone calls is a big don’t in communicating with your 

team. Delaying communication makes a team member feel like their comments, or 

concerns are not important and that they are not important. No one expects a 

manager to stop what they are doing and instantly reply to a phone call or email, but it should be 

returned in a timely manner.  

 

The highest levels of performance come to people 

who are centered, intuitive, creative, and 

reflective - people who know to see a problem as 

an opportunity.   

Deepak Chopra 
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Don’t Assign Vague Responsibilities  

When assigning responsibilities, you want to be as clear as possible. Assigning vague 

responsibilities is the easiest way to create chaos among the team. When team 

members are unclear about their responsibilities they become discontent and 

disgruntled. Specific direction is how you get your team on track to the road of 

success. If possible, responsibilities are best presented in written form for the team 

member to reflect on later if he/she has questions.  

 

Don’t Lead as a Dictator 

A high performance team is composed of highly motivated, and qualified 

individuals. They want to complete the goals they are assigned in an efficient 

manner, while maintaining high quality. These people are the best of the best, so 

give them some wiggle room. Not every decision can be made by team consensus, 

but a lot of them can. As a manager, you have to be able to decide when it is 

appropriate to let go of the reigns some. Team members need a voice to help them 

feel like they are important and really a part of the team.  

 

Case Study 

Kelly is a manager in a company that helps do research for law firms. She has a great 

team that she supervises, and has been doing so for a year now. Peter is Kelly’s 

supervisor, and has noticed that her team’s progress has lessened since she took 

over as manager. Prior to Kelly becoming manager, the team was the most 

productive research team in the company. Currently, they are producing half the 

amount of research as before and the quality has suffered. Peter asks some of the team members to 

give him feedback on Kelly’s management style. He wants to know why the team is not as productive as 

they have been in the past. The team feels like Kelly does not appreciate their efforts. They rarely hear 

about their accomplishments. She gives them tasks without elaboration, and when they contact her to 

clarify, it can sometimes take weeks before they get a response.  
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Module Eleven: Review Questions 

1. According to the module, _______ is a great motivator, and helps keep employees engaged in 

their job. 

a)  Praise. 

b) Money. 

c) Education. 

d) None of the above. 

2. When your team does good work, what should management do? 

a) Nothing. 

b) Acknowledge. 

c) Bribe. 

d) Dictate. 

3. A delay in communication with a team member makes them feel: 

a) Great about their job performance. 

b)  Uneasy about their lunch choices. 

c) Unimportant. 

d) None of the above. 

4. Which of the following is true? 

a) No one expects management to stop what they are doing and instantly reply to every email 

from a team member. 

b) No one expects management to stop what they are doing and instantly reply to every phone 

call from a team member. 

c) Correspondence should be made in a timely manner. 

d) All of the above. 

5. What is created by assigning vague responsibilities? 

a) Results. 

b) Productivity. 

c) Rehabilitation. 

d) Chaos. 
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6. What happens when members are unclear about their responsibilities? 

a) They become energetic and motivated. 

b) They become discontent and disgruntled. 

c) They become discontent and motivated. 

d) None of the above. 

7. A lot of decisions can be made by ___________. 

a) Team consensus. 

b) Management only. 

c) Customers. 

d) None of the above. 

8. A team member who feels like he has a voice, feels like he is ____. 

a) Going to get replaced in his position. 

b) Not respected in his team. 

c) An important part of the team. 

d) None of the above 

9. In the case study, Kelly is a manager of a company that does what? 

a) Research for NASA. 

b) Research for libraries. 

c) Research for medical facilities. 

d)  Research for law firms. 

10. Why did Peter notice there was a problem with Kelly’s team? 

a) They all seemed mad in their emails. 

b) The production and quality had lessened. 

c) A lot of the team members had quit their positions. 

d) All of the above. 

  



Page 50 

Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that you have 

learned a little bit more about high performance team with remote 

workforce employees. High performance teams are an asset to many 

companies! Please take a moment to review and update your action 

plan. This will be a key tool to guide your progress in the days, weeks, 

months, and years to come. We wish you the best of luck on the rest 

of your travels!  

 

 

 

Words from the Wise 

• Patrick Lencioni: Teamwork begins by building trust. The only way to do that is to overcome our 

need for invulnerability. 

• Anne M. Mulcahy: Employees who believe that management is concerned about them as a 

whole person - not just an employee - are more productive, more satisfied, more fulfilled. 

Satisfied employees mean satisfied customers, which leads to profitability. 

• Joe Paterno: When a team outgrows individual performance and learns team confidence, 

excellence becomes a reality.   

• Akio Morita: We will try to create conditions where persons could come together in a spirit of 

teamwork, and exercise to their heart's desire their technological capacity.  

• Dee Hock: An organization, no matter how well designed, is only as good as the people who live 

and work in it.  

 

It takes two flints to make a fire. 

Louisa May Alcott 

 


